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i - OFFICE OF GENERAL, SERVICES
. REPORT OF OPERATIONS
TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch

SUBJECT: Weekly Report of Operations for the period ending
22 October 1953

A, Personnel On Duty Vacancies In Process
Office of Chief 1 1 25X1
Rcds. Mgt. Section 1 5
Rcds. Center Section 3 0
Mail Control Section é gg

8 28
1. No. on leave three days or more:
Records Mgt. Section- 2
Mail Control Section- 3
Records Center Sec.-
2. No. on special detail out of office 1 How long?

Records Mgt. Section- O
Records Center Section- O
Mall Control Section-

3. Where: One man in Transportation Division as full time courier.

4. No. pending resignation, transfer and/or reassignment:
Records Management Section- O
Records Center -
Mail Control - 10

5. Specific cases on item 4 not in previous reports.

6. New applicants interviewed
Recruited by this office

Recruited by Personnel
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Adwinistration and Problems:

Records ment Sectien - The Filing Mamual has been printed

a8d Y8 Yelny prepared Por distribution through the Regulations
Control Staff for fermel concurremces by various offices of the

Agency.

| Inas undertakes s survey of the files of OCI to determine
zasibility of installing the Agemcy filing system in that

office.

Twenty-two(22) Area Records Officers and thirteem (13) of the
GSO staff attended a meetimg at vhich & represemtative of the
Incentive Awards Committee explaimed the progream and the manumer
in wgich Area Records Officers would be able to qualify fer an
avard,

Tentative arrangements were wade with[ ] of the Medical
Office to initiate an inventory of their records. However,

subsequently called and requested that the invemtory
be postponed umtil the completiem of & meve pending withim the
next few days. ‘

Ten (10) Area Records Officers participeted in the Vital Materials
Training Program at the Repository. In discussions with indi-
viduals following the close of the session, it was Telt that the
reaction to the training was very Tavorable.

The initial order of metal lock desl trays has been received
from the supplier. Iight (8) of these boxes are in use in the
Records Services Divieion. Xine (9) of them bave been for-
warded for trial in ORR and seven (7) are being held for trial
in another office.

Completed £ilming vital materials in the Scientific Analysis
Division of OSI. Future deposite of these waterisis will be
made every three months.

Records Center Section - The move from[ |to Roeslyn as
of the close of the week (Wednesday) was completed with the ex-
ception of moving the cebinets housing the active supplemental
distribution material spd the reproduction equipment. It doces
not appear that there will be any dAifficulty im coupleting the
move and Installing the shelving by Friday.

Mail Control Section - Three (3) additiomal requests for courier
gervice are currently under consideratien: '

l. An O & M staff study preposes the use of GSO couriers
for the distribution of Tramsportation Divisioa cables twica a
day. The 0 & M exswiner handling this watter bas been told im-
formally that the GSO feels that the cables should be hamdled
through the registries rather than directly to the action office
as requested.
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2. OCD has requegted that we start the delivery eof bulk
material from the State Depsrtment te Building as they
Trevieusly requested and ss described In our weekly report
dated 8 October 1953. It is our understanding thet sll classi-
Tied material related to this project will be handled through
pouch so that the reuaining bulk materisl will be entirely
unclassified. No commitment has beem made yet te OCD pending
the clarification as to whether this is a matter to be handled
by Logistica Office or this office.

3. We have been inforwed that the laborers formerly

used in the delivery of WIS will not be made available to us
effective Monday, 26 October.
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PENDIX B R ee‘nding 22 October 1953
____Average Week

This Week Last Fiscal Year

Microfilming
Images filmed-Rotary Camera 37,565 18,697
Flat-bed Camera 10,612 9,735

Records Center-(all figures in cubic feet)
Records received for processing
and storage
References to record material
Records material destroyed .

Supplemental Distribution Center

a. New material for stock:
Information Reports
Intelligence Reports

b. Supplemental Distribution:
Information Reports
Intelligence Reports
Notices
Regulations
Others

Initial Distribution:
Notices
Regulations
Others

Mail Activities

a. Post Office Mail .
Incoming - 5,345
Outgoing : 6 860

Postage expended ° $ 832.41

Scheduled Courier trips 240
89

Special Courier trips

Inter-agency mail by Courier
Incoming oho
Qutgoing

Personnel actions:
Recruitments
Separations

Use of Motor Pool Vehicles
Available 2
Available but delayed ‘ 0
Not Available 0
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